(TJArmyEd

Step by Step Instructions

Enrolling in an On-Duty Class

General Instructions

This Step-by-step Instruction explains how to enroll in an On-Duty class.

Step-by-step instructions are provided for the tasks listed below. Select the task to go
directly to it. To return to this page, select the EX arrow.

e Requesting Enrollment in an On-Duty Class (E-6 and Below)

e Requesting Enroliment in an On-Duty Class (E-7 and Above)

e Requesting Enrollment in an On-Duty Class (Civilian/Other Service Members)

e Viewing On-Duty Class Enrollment Information

Business Policies

e Army Education Centers provide several On-Duty programs, including but not
limited to:

— Basic Skills Education Program (BSEP) for Soldiers who want to improve general
reading, language, and math skills, and Test of Adult Basic Education (TABE)
scores

— GT Improvement for Soldiers who want to improve their GT scores

— General Education Development (GED) Test Preparation for Soldiers who
enlisted without a high school diploma or GED

— Reading Skill Development for Soldiers planning to attend advanced military
schooling who want or need to improve their reading skills

— Preparation for Post-Secondary School for Soldiers who need help preparing for
placement tests or classes

— Professional Development for Soldiers needing to improve specific professional
skills. Commanders or Army Education Counselors may refer Soldiers for any part of
the program.

e Soldiers with the rank of E-6 and below must obtain Commander approval to
attend an On-Duty class.

e Soldiers with the rank of E-7 and above can confirm their own On-Duty class
enrollment.

e Civilians and other service members can confirm their own On-Duty class
enrollment.

e After confirmation to take an On-Duty class, Soldiers, civilians and other service
members will receive email notification.

e Army Education Counselors can assist with On-Duty class enroliments.

e Once the class has ended, no further updates can be made, except adding a
grade.

e Grades are pass/fail only, and are not included in the Soldiers Army Tuition
Assistance Grade Point Average (TA GPA).
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

Use the following steps to request enrollment in an On-Duty class for Soldiers with a
rank of E-6 and below.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. Log into GoArmyEd at www.goarmyed.com with your user name and

password.
Welcome to GoArmyEd! Helpdesk [Search]

About GoArmyEd W GoarmyEd Login
= u GoArmyEd is the ﬁegis:jzred Iljsers Log In
Tuition o8 virtual gateway for S LB
Assistance E 4 all eligible Active
(TA) Policies By “The school and e Duty. National Password:
3 T " s Guard and Army
Education the instructors are [ Reserve Soldiers
Centers » A 4™ to request Tuition m
ks { i 7 b = Aci
Eamn a Degree i . flexible with my Py - ocistance (14) S—
or Credential : &L TS 0”“”? an};ﬂme, and/or passward?
- - an ere ror
»  military schedule” L Fop-up blocker hel
B e S e

2. Your GoArmyEd homepage appears.

3. In the Smart Links section, select “On-Duty Courses.”.

Welcome back, PVT Sergeant Online.

Request TA ) ( wincrawfromaClass | On-Duty Courses... ) (] Resolve Recoupments... )
( wyEducationRecors ) (_ AutoAdvsor  )( Training . Other Links )
My Smart Links [Edit]
My Education C.r-ente.r. jl Testing Resources jl Class Enroliment Guide -;I
| —8 —/—‘mw
.‘I“"""--..,___ ""m‘_“‘_\‘_‘“.‘ ‘-
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

4. The On-Duty Enroliment Request screen appears. Select the magnifying glass
icon % in the “Class ID” field.

Note: Fields marked with an asterisk must be completed.

On-Duty Enrollment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit' button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 0007362  Online, Sergeant Rank: Private

SEN: -7362 Geokd Center: Schofield Brks

Enrollment Information

To look up the Class 1D, please click on the magnifying glass to the Enrollment Status:
right of the Class ID field and select your course.

*Class ID: Q Class Section:

*0bjective: s

5. The Look Up Class ID screen appears with a list of On-Duty classes. Select
the On-Duty class you want to view.

Look Up Class ID

Class ID: = [v

Class Name: | begins with [v]

Start Date: == 54 E]]
End Date: <= [v Bl
Geo Ed Center:| begins with |+ | Q
Delivery Mode: | = :v

Pay Type: = v

Class Type: begins with | | Q
Building: begins with v

Look Up Clear Cancel | Basic Lookup

Search Results

115 of 15

Class (. coname  StartDate EndDate 2%  EM  ypon 70 ved Thurs Fri Sat sun 19181 Seats GeoBd  G.) £g Center Descr g

Time Time T2 SRS ayailahla Cantar —_— Twna  Tuna

Life Skills 02/09/2009 03/27/2009 S:00AM  10:004M ¥ Y NN N 20 EtBenning Geo Ed Center

Life Skills 02/09/200903/27/20099:00AM 1000AMY N ¥ M NN N 20 13077 Ft Benning Geo Ed Center BA33 MR
Life Skills 02/09/200903/27/20099:00A1 10:00AMY N Y N NN N 20 13077 EtBenning Geo Ed Center BAI3 MR
Life Skills 02/09/200903/27/20099:00AM 1000AMY N ¥ M NN N 20 13077 Ft Benning Geo Ed Center MDEP MR
Life Skills Course 02/09/200903/27/2009:00A1  10:00AMY N Y N NN N 20 13077 FtLewis Geo Ed Center MDEF MR
Life Skills 02/09/200903/27/20099:00AM 1000AMY N ¥ M NN N 20 13077 Mannheim - Coleman Geo Ed CenterBA33 MR
Life Skills 02/09/200903/27/20099:00A 1000AMY N Y N NN N 20 13077 Yongsan Geo Ed Center WDEP  WR

Class Geo Ed
iD Class Name Start Date End Date Center

Geo Ed Center Descr

Available
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

6. The On-Duty Enroliment Request form appears. Review the Class Details
section, including:

e Start and end date

e Start and end time

e Days of the week class is held
e Location: Building and Room

e Class Description

On-Duty Enrollment Request

Tacfeabi & i 0f-Ouly enrcliment regues], M e reguined helds. OnRce cofmpléte, press e ' Subamil” bulleh &1 e
Brattonm of the Scresn

Thie fickds indicated with * are mandatory.

EmpliDx OEITIE2  Owline Sergeant Rank: Prieate
55N ras2 GoEd Canber: Schiofield Brics

To look up the Class 1D, pease dick on the magnifying glass to the Enroliment Siatus:
righit of he Class ID Beld and saeled vour course

. Iy CL it =kin Class Sachon 104

T T

Class Type: L& Credit Hours: 200 Pary Typec uoEr

Start Dabe: O20AZ008  End Date: DAETI2000 Days of Weaek: MaoWe
Start Time: 00 Ene Time: 1000400 Instructionsl Hours: B0U0D

Cost Per Unit: L5000 Uit of Cost: Class Hon-Military Student Cost: 5000

GeaEd Canler: Ft Benning Ropm: acaze
Bsilching: Haffman Building

Class Descripion  leam the coninents and their countries

Enroliments in Class

Total Seats: 20 st [ Confirmedd: 0 Verified: 0 WYithelrawen: () Opar: 20

*Oibjec ve: o
[ send Evectronicaliy?

Submil

Version 3, Last revised: 14 Nov 2011 Green underlined text designates new information or changes Page 4 of 35 ﬂ



Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

7. To select a different On-Duty class, select the magnifying glass icon < to
return to the previous Look Up Class ID screen.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 0007362 Onling, Sergeant Rank: Private

S5N: -7362 GeoEd Center: Schofield Brks

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the Enrollment Status:
right of the Class 1D field and select your course

*Class 1D T4 ife Skills Class Section: 104
bd
Class Type: MR Credit Hours: 2.00 Pay Type: MDEP
Start Date: 02/09/2009 End Date: 03/27/2009 Days of Week: lowve
Start Time: 9-00AM End Time: 10:004M Instructional Hours: G60.00
Cost Per Unit: $500.00 Unit of Cost: Class Hon-Military Student Cost:  $0.00
GeoEd Center: Ft Benning Room:  3C222
Building: Hoffman Building
Class Description: learn the continents and their countries

Enrollments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

*Objective: e
[] send Electronically?

Submit

8. Select the drop-down arrow in the “Objective” field and select the reason you
are requesting to attend this particular On-Duty class.

Class Description: ____ / -_--_'_""--—-._____ T

Enrollments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

*Objective: @ Confirm Now 0 Confirm By Commander
——Basic Skills Education Progra

GT Improvermnent

- General Education Development
High School Completion
Freparation for College
Professional Development
Reading Skills Development
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

9. Soldiers with the rank of E-6 and below must obtain Commander approval to
attend an On-Duty class one of two ways: email or print option.

Email Option:

You can choose to send an email to your Commander for approval to attend an
On-Duty class by checking the “Send Electronically?” check box or go to
Step 11 to print the form. The form requires your Commander’s signature.

Enrollments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

*Objective: General Education Development |»
Send Electronically?

A pop-up message appears stating an email will be sent to your Commander,
and you do not have to submit a paper form to be signed for approval to attend
the On-Duty class.

“Microsoft Internet Explorer .

ﬂ Checking this wil send an email to your commander for confirmation. (25000,550)
L]

You do not have to then submit a paper form to be signed.

The Commander Information section appears. You must complete the
“Name,” “Phone,” and “Email” fields.

Enroliments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

General Education Development | s

Send Electronically?

Commander Information
*Name: Captain Joe J. Smith *Phone: |706-554-4567

*Email: joe.j.smith@us.army.mil

Select the “Submit” button to send the email.

Submit
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

10. After selecting the “ Submit” button, a message appears stating your
enroliment request has been submitted and the Commander must approve or
disapprove your request to attend the On-Duty class. Select “OK.”

“Microsoft Internet Explorer

' Your Enrollment Request has been Submitted. (25000,551)
LAY
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enroliment Request form and get it signed by your commander. Return the form to
your education center once it's been signed ether in person, mai or Fax.

You will receive email notification informing you of your Commander’s decision.

11. Print Option:

To print the On-Duty Enrollment Request form, select the “ Submit” button.

Soldiers with the rank of E-6 and below must obtain Commander approval to
attend the On-Duty class. The signed form must be returned to your Army
Education Center.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit" button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 0007262  Online,Sergeant Rank: Private

S5N: -7362 GeoEd Center: Schofield Brks

Enrollment Information

Tolook up the Class 1D, please click on the magnifying glass to the Enrollment Status:
right of the Class ID field and select your course

*Class ID: 74 U Life Skills Class Section: 104
[~
Class Type: MR Credit Hours: 2.00 Pay Type: MDEF
Start Date: 02/09/2008 End Date: 03/27/2009 Days of Week: MoWve
start Time: 9°00AM End Time: 10:00AM Instructional Hours: 60.00
Cost Per Unit: $500.00 Unit of Cost: Class Hon-Military Student Cost:  50.00
GeoEd Center: Ft Benning Room: 3C222
Building: Hoffrman Building
Class Description: learn the continents and their countries

Enroliments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

*Objective: i
[] send Electronically?

I Submit I
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

12. After selecting the “ Submit” button, a message appears stating your
enroliment request has been submitted and the Commander must approve or
disapprove your request to attend the On-Duty class. Select “OK.”

VMicrosoﬂ: Internet Explorer *

'2 Your Enrolment Request has been Submitted. (25000,551)
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enrollment Request form and get it signed by your commander. Return the form to
your education center once it's been signed either in person, mai or Fax.

13. The “Enrollment Status” field displays Issued and your Commander’s
approval is needed to confirm your enroliment in the On-Duty class.

Select the “Print and Sign On-Duty Enroliment Request Form (PDF)”
button.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the ‘Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 0007362 Online, Sergeant Rank: Private

SSH: -7362 GeokEd Center: Schofield Brks

Enroliment Information

To look up the Class ID, please click on the magnifying glass to the I Enrollment Status: Issued I

right of the Class ID field and select your course.

*Class ID: QU Life skills Class Section: 104
= |
Class Type: MR Credit Hours: 2.00 Pay Type: WMDEF
Start Date: 02/09/2009  End Date: 03/27/2009 Days of Week: Mowve
Start Time: 9:00AM End Time: 10:004M Instructional Hours: 60.00
Cost Per Unit: $500.00 Unit of Cost: Class Non-Military Student Cost:  $0.00
GeokEd Center: Ft Benning Room: 3Cc222
Building: Hoffman Building
Class Description: learn the continents and their countries

Enrollments in Class

Total Seats: 20 Issued: 0 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 20

*Objective:
Send Electronically?

| I Print and Sign On-Duty Enrollment Request Form (PDF) |I

14. A screen appears stating the report is running.

Report is running. Please wait. A link will be
displaved when the report is done.

15. After the report is completed, a screen appears with the following message.
Select the “Click here to view the report” link.

H‘ Click here to view the report
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)

16. The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information.

Soldiers with the rank of E-6 and below must obtain a Commander's approval
to attend the On-Duty class. The signed form must be returned to your Army
Education Center to confirm the approval or disapproval and date and time in
your Student Record. After your On-Duty class enrollment is confirmed, you
will receive a confirmation email.

Printed: 02/09/2009

REQUEST TO ATTEND ON-DUTY TRAINING
ARMY CONTINUING EDUCATION SYSTEM

GENERAL INFORMATION

NAME OF APPLICANT: Sergeant Online RANK: Private/E1

UNIT: AVCO  CO B AVN MAI MOS: 35S GT: 115 SSN:- 7362

Class Name: Life Skills

CLASS START END START END
D DATE DATE DAYS TIME TIME
126 02/09/2009 03/27/2009 MoWe 9:00AM 10:00AM

BUILDING: 1345
ROOM 101

COMNMIENTS

I am requesting this class to support my educational objectives

Issue Date: 02/09/2009

I request permission 1o attend above training. I understand that regular class artendance is expected and
that non-attendance will be reported to my unit. If enrolled in the FAST program. upon completion of class and
recommendation by an educational advisor, I request permission fo take an AFCT Retest. I authorize the

Education Ceater to receive a copy of my AFCT retest results.

Issue Date 02/09/2009 = of

Sergeant Online

Request is approved. The applicant will be available to attend class as scheduled. Attendance is
mandatory cxcept in case of illness. personal emergencies or military operational emergencics

Confirm Date = of C

Printed Name:

Phone:

EMAIL

17. Select the “X” in the upper right-hand corner of the screen to close the On-Duty
class enrollment form.
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-6 and Below)
18. Select the “Close Window” link to return to your homepage.

Add o Favories

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class
(E-7 and Above)

Use the following steps to request enrollment in an On-Duty class for Soldiers with a
rank of E-7 and above.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. Log into GoArmyEd at www.goarmyed.com with your user name and
password.

Welcome to GoArmyEd! Helpdesk

y ¥ conmiog
Home s — r GoArmyEd is the Segis:‘lered lllsers Log In
Tuition L | virtual gateway for Sl
Assistance N ¥ d all eligible Active
(TA) Policies y “The school and P Duty, National Password:

! 2 Guard and Army
g : the instructors are o |
A 7 i B, Assist A
Fam a Degree . flexible with my Ao oo Pty suenmin s
or Credential g = and/or password?
il ” 3R ) anywhere for Pop-up blocker help
military schedule g
e . m-_..._..-w———'-’--

2. Your GoArmyEd homepage appears.

3. In the Smart Links section, select the “On-Duty Courses” link.

Welcome back, MSG Joan Doe.

Request TA '_'J Withdraw from a Class | \ On-Duty Courses... '_'J (I Resolve Recoupments... _\_I
\ My Education Record ",'l Auto Advisor I { Training ‘:I @ Other Links '
My Smart Links [Edit
' My Education Center tl Testing Resources ;'l Class Enrollment Guide fl

ﬁ“~‘I “““““ e —— e
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

4. The On-Duty Enroliment Request screen appears. Select the magnifying glass
icon % in the “Class ID” field.

Note: Fields marked with an asterisk must be completed.

On-Duty Enroliment Request

To create a new on-duty enrcllment request, fill in the required fields. Once complete, press the 'Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpllD: 000011 Doe, Joan Rank: Master Sergeant

SSN: -1007 GeoEd Center: Ft Bliss

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the

Enroliment Status:
right of the Class ID field and select your course.

*Class ID: =} Class Section:

*Objective: i

5. The Look Up Class ID screen appears with a list of On-Duty classes. Select
the On-Duty class you want to view.

Look Up Class ID

Class ID: = v

Class Name: | begins with V

Start Date: == | El
End Date: == v 5]
Geo Ed Center:| begins with v Q
Delivery Mode: | = v |
Pay Type: = v 4
Class Type: begins with v Q
Building: begins with v |

Look Up Clear Cancel

Basic Lookup

Search Results

3 202ESI 02/01/2009 03/31/2009 8:00AM 1040AM M Y N X NN N 301 02736 Other EBEG
4 ELS 202 01/26/2009 03/31/2009 9:00AM L00PM MY NN YN M 10 L
a0 ESL 202 01/19/2009 02/25/2009 :00AM 10:00AM M ¥ N Y NN N 4
29 History 101 02/01/2008 02/26/2009 8:00AM A1T00AM Y MW Y N NN N 4
ELS 200 TO0OPM M ¥ N Y MMNMN 8
aciolog Y 8 Il Y T

Note: You can select any column heading to sort in ascending order.

Search Results

1-11 of 11

Class Name StartDate EndDate St Mon Tues Wed Thurs Fri Sat Sun12tal Seats GeoEd Pay  (Class

Class
1D

Available Center Type Type
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

6. The On-Duty Enroliment Request form appears. Review the Class Details
section including:

e Start and end date
e Start and end time

e Days of the week class is held
e Location: Building and Room

e Class Description

On-Duty Enroliment Reguest

To create & new on-duty enrollment requast, il in the requined febds, Once complete, press e "Submit’ button at the
botiom of the sCraen,

The Nields indicated with * are mandatory

EmpiD: Q00011 Doe Joan Rank: Masier Sergeant
55N 1007 GeoEd Center: F1Bliss
Enrodlmend Information
To ook up the Class 1D, please click on the magnifing glass to the Enrclimant Status:

right af he Clazss 1D feld and Seled vour CowiEe

Class Typ: ELS Credil Hours: k] Pay Type:

Start Date: OM02/2008  End Date: 0412472008 Dayrs: of Wienlc TuTh
Start Time: :004M End Time: 1:00PM Instructional Hours: 1200
CostPorlnit  S500000  Unitof Cost Class Hon-Msitsry Student Cost: $10.00
GeoEd Center:  Fygnss RooRs: 45
Basiding: Haoffrman Hall B

Class Descriplion:

Enrollments in Class

Total Seats: § lasued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Openc &

*Cibjective: 1 (= Confirm Now ) Confirm By Commuandar

Submit |
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

7. To select a different On-Duty class, select the magnifying glass icon < to
return to the previous Look Up Class ID screen.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 00oo11 Doe, Joan Rank: Master Sergeant

SSH: -1007 Geokd Center: FtBliss

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the Enrollment Status:
right of the Class ID field and select your course.

*Class ID: 31 LS 300 Class Section: 300
ka
Class Type: ELS Credit Hours: 3.00 Pay Type: BA33
Start Date: 03/02/2009 End Date: 04/24/2009 Days of Week: TuTh
Start Time: 9:00AM End Time: 1:00PM Instructional Hours: 12.00
Cost Per Unit: $5,000.00  Unit of Cost: Class Hon-Military Student Cost:  $10.00
GeoEd Center: FtBliss Room: 445
Building: Hoffrman Hall Il

Class Description:

Enrollments in Class

Total Seats: 2 Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 28

*Objective: ™| ® confirm Now O confirm By Commander

submit | |

8. Select the drop-down arrow in the “Objective” field and select the reason you
are requesting to attend this particular On-Duty class.

g:
Class Description:

Enroliments in Class

Total Seats: g Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 2

*Objective: () Confirm Now (O Confirm By Commander
—Basic Skills Education Progra

GT Improvement

- General Education Development
High School Completion
Preparation for College
Professional Development
Reading Skills Development
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

9. Soldiers, E7 and above, can confirm their On-Duty class enrollment. Select
the “Confirm Now” radio button to confirm your On-Duty class enroliment.

On-Duty Enrollment Request

To create a new on-duty enroliment request, fill in the required fields. Once complete, press the 'Submit' button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpllD: 000011 Doe, Joan Rank: Master Sergeant

SSN: -1007 GeokEd Center: FtBliss

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the Enrollment Status:
right of the Class ID field and selectyour course.

*Class ID: M @ ELs 300 Class Section: 300
hd
Class Type: ELS Credit Hours: 3,00 Pay Type: BA2
Start Date: 03/02/2009  End Date: 0412412009 Days of Week: TuTh
Start Time: 9-004M End Time: 1-00PM Instructional Hours: 12.00
Cost Per Unit: £5.000.00  Unit of Cost: Class Non-Military Student Cost:  $10.00
GeoEdCenter:  FtBliss Room: 445
Building: Hoffman Hall Il

Class Description:

Enroliments in Class

Total Seats: 8 Issued: 2 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: g
*Objective: Professional Development v @ confirm Now (O confirm By Commander
submit | |

10. Select the “Submit” button to submit the enrollment.

Submit

11. A message appears stating your enroliment request has been submitted.

Microsoft Internet Explorer

'E Your Enrolment Request has been Submitted. (25000,552)

Please note that your enrollment has been confirmed. You may print the On-Duty Enrolment Confirmation form for your
records.
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

12. The “Enrollment Status” field displays “Confirmed.” You are now enrolled
in the On-Duty class and will receive a confirmation email.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fll in the required felds, Once complate, press the "Submit’ button at the
oo of the SCraen.

Thee fiedds indicated with * are mandatory.

EmpliD: DODO11 Dos, Joan Rank: WMaster Sergeant
S5N: -1007 GeoEd Center: FiBliss
ol i il T e
To look up the Class 1D, please dick on the magnifying glass 1o the I Enrollment Status: Confirmed I
right of the Class 10 field and select your course
55 |0 ELS 300 Class Saction: 300

e |
Class Type: ELS Credit Hours: 3.00 Pay Type: BA33
Start Date: (3022009  End Date: 04/242009 Dy of Weelc TuTh

__j.lﬁh-'-—' e SO O0AM Ened Time: 1-00FM llCl.iQf_l_-y!_Ho--rsr 12,00
e inif of CosL TeACosl 510,00

13. Select the “Print On-Duty Enrollment Confirmation Form (PDF)” button to
print the On-Duty enrollment confirmation for your records.
eoEd Center: Room:

Building: Hoffman Hall 1l

Class Description:

Enrollments in Class

Total Seats: 8 Issued: 4 Confirmed: 1 Verified: 0 Withdrawn: 0 Open: 7

*Objective: Confirm Nowr Confirm By Commander

Print On-Cuty Enrollment Confirmation Form (PDF) |

14. A screen appears stating the report is running.

Report is running. Please wait. A link will be
displayed when the report is done.

15. After the report is completed, a screen appears with the following message.
Select the “Click here to view the report” link.

H‘ Click here to view the report
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

16. A Confirmation of On-Duty Training PDF form appears with the On-Duty
class information confirmed.

Printed:  02/12/2009

CONFIRMATION OF ON-DUTY TRAINING
ARMY CONTINUING EDUCATION SYSTEM

GENERAL INFORMATION

NAME OF APPLICANT: Joan Doe RANK: Master Sergeant/E8
UNIT: MOS: 182 GT: 122 SSN: -1007
Class Name: ELS 300
CLASS START END START END

D DATE DATE DAYS TIME TIME

31 03/02/2009  04/24/2009  TuTh 09:00AM  1:00PM
BUILDING:  Hoffman Hall Il
ROOM: 445

COMMENTS

T am requesting this class to support my educational objectives.

Issue Date: 0212/2009 Tssue Date: Joan doe
Confim Date:  02/12/2009 Confirmed By: Joan doe
17. Select the “X” in the upper right-hand corner of the screen to close the On-Duty

class enrollment form.

N
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)
18. Email Option:

You can choose to send an email to your Commander for approval to attend an
On-Duty class by selecting the “Confirm by Commander” radio button.

nrollments in Class

Total Seats: g Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 2
*Objective: Professional Development v (O Confirm Now (*) Confirm By Commander
[] send Electronically?

supmit | |

Check the box next to “Send Electronically?” and enter the Commander’s
name, phone, and email.

nrollments in Class

Total Seats: 2 Issued: 3

Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 8

2l Development b  confirm Now () Confirm By Commander

Submit |
A pop-up message appears stating an email will be sent to your Commander

and you do not have to submit a paper form to be signed for approval to attend
the On-Duty class.

“Microsoft Internet Explorer .

A Checking this wil send an emai to your commander for confirmation. (25000,550)
L]

You do not have to then submit a paper form to be signed.

The Commander Information section appears. You must complete the
“Name,” “Phone,” and “Email” fields.

Commander Information

*Name: Captain Jim Smith *Phone: |654-112-3333

*Email: jimsmith11@us.army.mil
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)
19. Select the “Submit” button to send the email

Submit

20. A message appears stating your enroliment request has been submitted and
the Commander must approve or disapprove your request to attend the On-
Duty class. Select “OK.”

-Mil::roso'ft Internet Explorer

' Your Enrolment Request has been Submitted. (25000,551)
0 )
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enrolment Request form and get it signed by your commander. Return the form to
your education center once it's been signed either in person, mai or Fax.

If approved to take the On-Duty class, you will receive a confirmation email.

21. Select the “X” in the upper right-hand corner of the screen to close the On-
Duty class enrollment form.

N
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)
22. Print Option:

Select the print option to print the On-Duty Enroliment Request form to obtain
a Commander's approval to attend the On-Duty class. The signed form must
be returned to your Army Education Counselor.

To print the On-Duty Enrollment Request form, select the “Confirm By
Commander” radio button.

On-Duty Enroliment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmplID: oooo11 Doe, Joan Rank: Master Sergeant

SSH: -1007 GeoEd Center: FiBliss

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the Enrollment Status:
right of the Class 1D field and select your course.

*Class ID: £l A ELs 300 Class Section: 300
[~
Class Type: ELS Credit Hours: 3.00 Pay Type: BA33
Start Date: 03/02/2009 End Date: 04/24/2009 Days of Week: TuTh
Start Time: 9-00AM End Time: 1:00PM Instructional Hours: 12.00
Cost Per Unit: $5,000.00  Unit of Cost: Class Non-Military Student Cost:  $10.00
GeoEd Center: FtBliss Room: 445
Building: Hoffman Hall Il

Class Description:

Enrollments in Class

Total Seats: g Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: o Open: g
*Objective: Preparation for College - > Confirm Now I 2 Confirm By Commander I
Submit | |

23. Select the “Submit” button.

Submit

24, After selecting the “ Submit” button, a message appears stating your
enroliment request has been submitted and the Commander must approve or
disapprove your request to attend the On-Duty class. Select “OK.”

Microsoft Internet Explorer s

] Your Enrolment Request has been Submitted. (25000,551)
1)
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enrolment Request form and get it signed by your commander. Return the form to
your education center once it's been signed either in person, mai or Fax.
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

25. The “Enrollment Status” field displays Issued. Select the “Print and Sign

On-Duty Enrollment Request Form (PDF)” button.
On-Duty Enrollment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit’ button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmpliD: 000011 Doe, Joan Rank: Master Sergeant

SSN: -1007 GeoEd Center: FtBliss

Enroliment Information

To look up the Class ID, please click on the magnifying glass to the IEanmem Status: |ssued I
right ofthe Class ID field and select your course

*Class ID: K}l L ELs 300 Class Section: 300
e |
Class Type: ELS Credit Hours: 3.00 Pay Type: BA33
Start Date: 03/02/2009 End Date: 04/24/2009 Days of Week: TuTh
Start Time: 9:004M End Time: 1:00PM Instructional Hours: 12.00
Cost Per Unit: $5,000.00  Unit of Cost: Class Non-Military Student Cost:  §10.00
GeoEd Center: FtBliss Room: 445
Building: Hoffman Hall Il

Class Description:

Enroliments in Class

Total Seats: 3 Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 3
*Objective: Preparation for Callege v & Confirm Now (& Confirm By Commander
swmit | N Printand Sign on-Duty Enroliment Request Form (PDF)

26. A screen appears stating the report is running.

Report is running. Please wait. A link will be
displayed when the report is done.

27. After the report is completed, a screen appears with the following message.
Select the “Click here to view the report” link.

H‘ Click here to view the report
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(E-7 and Above)

28. The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information. The signed form must be returned to your Army
Education Center to confirm the approval date and time in your Student
Record.

After confirming your On-Duty class enrollment, you will receive a confirmation

Printed: 02122009
REQUEST TO ATTEND ON-DUTY TRAINING
ABMY CONTINUING EDUCATION SYSTEM
GENERAL INFORMATION
NAME OF APPLICANT: Joan Dow RANEK: Mastor SogeantE8
UNIT MOS: 182 GT: 122 SSN: 007

Class Name: Lifo Siolis

CLASS  START END START END
i} DATE DATE DAYS TIME TIME
032009 QUarB000 TuTh BO0AM  01.00PM
BUILDING! Hofman Hall
ROOM 5

COMMENTS

1 ami requestng thas elass 1o support my educational chyectives

EMAIL

29. Select the “X” in the upper right-hand corner of the screen to close the On-Duty
class enrollment form.

5

30.
m[mm Home Add to Favortes Close Window u
B
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

Use the following steps to request enrollment in an On-Duty class for civilians and other
service members.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. Log into GoArmyEd at www.goarmyed.com with your user name and
password.

[DArmyEd 4

Helpdesk
About GoArmyEd W GoArmyEd Login
- 3 GolamyEd = th Registered Users Log In
LA -0 MY 1S US| ] ser name:

e rtual gateway for
Tuii i i 4
uition all eligible Active

Assistance

(TA) Policies B 2 “The school and ’ gl:ltayr;:lriantr‘in.::rlny Passwortd:
iy by the instructors are e o |
= " i B = Assistance (TA) i
Eain 2 Degree . flexible with my e .

and/or password?
Pop-up blocker help

e S ______,..-—""

or Credential anywhere for

military schedule”

2. Your GoArmyEd homepage appears.

3. In the Smart Links section, select the “On-Duty Courses” link.

My Smart Links [Edit
You have not selected any Smart Links yet. Use the edit link above to select your Smart Links
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

4. The On-Duty Enroliment Request screen appears. Select the magnifying glass
icon % in the “Class ID” field.

Note: Fields marked with an asterisk must be completed.

On-Duty Enrollment Request

To create a new on-duty enrollment request, fill in the required fields. Once complete, press the 'Submit' button at the
bottom of the screen.

The fields indicated with * are mandatory.

EmplID: 0732204 Rank:

SSN: -7 GeoEd Center:

Enrollment Information

To look up the Class ID, please click on the magnifying glass to the Enrollment Status:

ght ofthe [ field and celadt voLr COUrse,

Class Section:

*Qbjective: hd

5. The Look Up Class ID screen appears with a list of On-Duty classes. Select
the On-Duty class you want to view.

Look Up Class ID

Class ID: = v:

Class Name: | begins with v/

Start Date: == v ]
End Date: == v El
Geo Ed Center:| begins with v Q
Delivery Mode: | = v 4
Pay Type: = v
Class Type: begins with v Q.
Building: begins with |

Look Up Clear Cancel | BasiclLookup

Search Results

2 202ES 02/01/2009 03/31/2009 :00AM  1010AM N ¥ N Y N

4 ELS 202 01/26/200903/31/2009 9:00AM 100PM M ¥ N N Y N N 10

10 ESL 202 01/19/2009 02/25/2009 9.00AM  10:00AM N Y N Y NN N 4

29 History 101  02/01/200902/26/20098:00AM 11:00AM ¥ N ¥ N NN N 4
ELS 300 1T00PM N Y N Y NNN &
goiolon O0ARL Y [ oy [ o I I Y §

Note: You can select any column heading to sort in ascending order.

Search Results

1-11 of 11

Total Seats Geo Ed

Mon Tues Wed Thurs Fri Sat Sun

Available Center
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

6. The On-Duty Enrollment Request form appears. Review the Class Details
section including:

e Start and end date

e Start and end time

e Days of the week class is held
e Location: Building and Room
e Class Description

On-Duty Enroliment Request

To create a new on-outy enrollment request, fill in the required felds. Once complete, press the "Submit’ bution at the
boticm of ther SCrgen.

The fields indicated with * are mandatory

Emipaly; alilelif R Ranic
S5N: 1007 Geobd Centar: FiBliss
Enrollman Information
To ook up the Class 1D, please click on the magnifying glass to the Enroliment Status:
mght of the Class 1D field and Seled vaur cowise

BAZZ

Class Typ: ELS Credit Hours: 300 Py Type

Start Dite: 02022008 End Date: 0412472009 Days of Weelc TuTh
Start Time: 9-00AM End Time: 100PL Instructional Hours: 1200
Cost PorUnit:  $500000  Unitof Cost: Class Non-Nitary Student Cost: $10.00
GeoEd Center.  Figmss Rooec 445
Eumiiing: Homrman Hall |

Class Descrption;

Enrollments in Class

Totsd Seats: 3 Issued: 3 Confirmed: 0 Verified: 0 Withdrawm: Openc &

O tive: » (= Confirm Now CConfirm By Commandar

Submit | |
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

7. To select a different On-Duty class, select the magnifying glass icon < to
return to the previous Look Up Class ID screen.

On-Duty Enroliment Request

Tocreata a new on-duty enrelment requeast, fll in the required febds. Once complete, press the "Submit’ button at the
botiom of the SCreen,

The fields indicated with * are mandalory

Emplil; aoo011 Rank:
S5N; 1007 Geobd Centar; FiBliss
Enrallment Information
T boak up the Class 1D, please click on the magnifing glass to the Enrollment Stabus:
right of the Class 10 field and = &lec vour Colrse
“Class I0; 31 =1 L 30 Clags Section: 300
|~ Class D |
Class Type: ELS Cridit Hours: 300 Pay Type: BA33
Start Date: OVOX2008  End Date: 0412452009 Days of Week: TuTh
Start Time: O:H0AM Ene Time: 1 00PW Instructional Hours: 12.00
Cost Por Unit: 500000 Unitof Cost: Class Hon-Mlitary Student Cost 510,00
GeoEd Center:  Fyguss Room: 445
Bumliing: Haffrman Hall i
Class Descnplion;
Enrollments in Class
Totsl Seats: § lagued: 3 Confirmed: § Verifiad: 0 VWilhdrawn o Opes: &
it tive: b (&) Confirm Now O Confirm By Commandar
Submit | |
H 1] M H ” H
8. Select the drop-down arrow in the “Objective” field and select the reason you

are requesting to attend this particular On-Duty class.

g:
Class Description:

Enroliments in Class

Total Seats: & Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 8

*Objective: @ Confirm Now C Confirm By Commander
—————— Basic Skills Education Progra

GT Improvement

- General Education Development
High School Completion
Preparation for College
Professional Development
Reading Skills Development
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

9. Civilians and other service members can confirm their own On-Duty class
enrollment. Select the “Confirm Now” radio button to confirm your On-Duty
class enrollment.

On-Duty Enroliment Request

Tocreate a new on.duly enroliment request, 1l in the required fieids. Once compleda, press he "Submit” button 21 the
botiom of ther SCreen.

Tha fiislds imclicatisd with * are mandatory.

Emplil: 000011 —

S5 -1007 Geckd Center; Fi Blgs

Ernnolims=nt Information

T ook up the Class 10, please dick on fe magnifying glass to he Enroliment Stabus:
right of the Class 10 field and select your course
“Class I 3 L ELS 300 Class Section 300
(= 0]
Class Typi: ELS Crdil Hours: 1,00 Pay Type: BAZ3
Sian Dabe: 0F022008  End Date: 042472009 Days of Weakc TuTh
Sian Time: 00,404 End Time: 1008 M Instruconal Hoars, 1200
CostPerUnit 3500000  Unital Cost Class Mon-Mitary Shudend Cost  §90.00
GeoEd Cenfer:  Fi Bliss Room: 445
Buikding: Hodrman Hall 1

Class DeScriplion

Enrclimants in Class

Tolal Seatsc g bssued: 3 Confirmed: 0 Warifed: Withdrawre () Openc 2

“Obwecve: Professional Dewlopment - = Confirm How T Confirrn By Commandsr

Submit | |

10. Select the “Submit” button to submit the enrollment.

Submit

11. A message appears stating your enroliment request has been submitted.

Microsoft Internet Explorer

'E Your Enrolment Request has been Submitted. (25000,552)

Please note that your enrollment has been confirmed. You may print the On-Duty Enrolment Confirmation form for your
records.

Version 3, Last revised: 14 Nov 2011 Green underlined text designates new information or changes Page 26 of 35 ﬂ



Non-TA Student Enrolling in an On-Duty Class
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(Civilian/Other Service Members)

12. The “Enrollment Status” field displays “Confirmed.” You are now enrolled
in the On-Duty class.

DI‘I-DUI‘,’ Enroliment REC] uest
To create a new on-duty enrollmeant requast, fill in the requered fields, Once complate, press the "Submit’ button at tha
bepittonm of tha SCresen.
The fields indicated with * are mandatory.
Emplil: OO001 1 Rank:
SEN: 1007 Geobd Center: FiBEliss
S S ]
To look wp the Class 1D, please dick on the magnitying glass to the I Enrollment Status: Confirmed I
right of the Class 1D figld and seled your course
ELS 300 Class Secton: 300
Class Type: ELS Credit Hours: 3.00 Pay Type: Baz3
Start Date: 03022009  End Date: D4r24r2009 Doy of Weeh: TuTh

-_ﬁhﬂ-"-'—' e B O0AN End Time: 1-00FM nf:l.i':gr_yy!_ﬂo--rsr 12,00
Rt — lr‘ull:)\f Cost - -\-"“‘?&ESI_;_ _51033_'__‘_",.#

13. Select the “Print On-Duty Enrollment Confirmation Form (PDF)” button to
print the On-Duty enrollment confirmation for your records.

eoEd Center: Room:
Building: Hoffrman Hall Il
Class Description:
Enrollments in Class
Total Seats: 3 Issued: 4 Confirmed: 1 Verified: 0 Withdrawn: 0 Open: 7
*Objective: Confirm How Confirm By Commander
| Print On-Duty Enroliment Confirmatian Form (PDF) |
14. A screen appears stating the report is running.

Report is running. Please wait. A link will be
displayed when the report is done.

15. After the report is completed, a screen appears with the following message.
Select the “Click here to view the report” link.

H‘ Click here to view the report
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16. A Confirmation of On-Duty Training PDF form appears with the On-Duty
class information confirmed.

Printed:  02/12/2009

CONFIRMATION OF ON-DUTY TRAINING
ARMY CONTINUING EDUCATION SYSTEM

GENERAL INFORMATION

NAME OF APPLICANT: Joan Doe RANK: Master Sergeant/E8
UNIT: MOs: 182 GT: 122 SSN: -1007
Class Name: ELS 300
CLASS START END START END

D DATE DATE DAYS TIME TIME

kil 03/02/2009  04/24/2009  TuTh 09:00AM  1:00PM
BUILDING:  Hoffman Hall Il
ROOM 445

COMMENTS

I 'am requesting this class to support my educational objectives.

Issue Date:  02/12/2009 Issue Date Joan doe

Confim Date:  g212/2009 Confirmed By Joan doe

17. Select the “X” in the upper right-hand corner of the screen to close the On-Duty
class enrollment form.

\
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18. Email Option:

You can choose to send an email to your Commander for approval to attend an
On-Duty class by selecting the “Confirm by Commander” radio button.

nrollments in Class

Total Seats: g Issued: 3 Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 2
*Objective: Professional Development v (O Confirm Now (*) Confirm By Commander
[] send Electronically?

supmit | |

Check the box next to “Send Electronically?” and enter the Commander’s
name, phone, and email.

nrollments in Class

Total Seats: 2 Issued: 3

Confirmed: 0 Verified: 0 Withdrawn: 0 Open: 8

2l Development b  confirm Now () Confirm By Commander

Submit |
A pop-up message appears stating an email will be sent to your Commander

and you do not have to submit a paper form to be signed for approval to attend
the On-Duty class.

“Microsoft Internet Explorer .

A Checking this wil send an emai to your commander for confirmation. (25000,550)
L]

You do not have to then submit a paper form to be signed.

The Commander Information section appears. You must complete the
“Name,” “Phone,” and “Email” fields.

Commander Information

*Name: Captain Jim Smith *Phone: |654-112-3333

*Email: jimsmith11@us.army.mil
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19. Select the “Submit” button to send the email
Submit

20. A message appears stating your enroliment request has been submitted and
the Commander must approve or disapprove your request to attend the On-
Duty class. Select “OK.”

-Mil::roso'ft Internet Explorer

' Your Enrolment Request has been Submitted. (25000,551)
0 )
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enrolment Request form and get it signed by your commander. Return the form to
your education center once it's been signed either in person, mai or Fax.

If approved to take the On-Duty class, you will receive a confirmation email.

21. Select the “X” in the upper right-hand corner of the screen to close the On-
Duty class enrollment form.

N
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22. Print Option:

Select the print option to print the On-Duty Enroliment Request form to obtain
a Commander's approval to attend the On-Duty class. The signed form must
be returned to your Army Education Counselor.

To print the On-Duty Enrollment Request form, select the “Confirm By
Commander” radio button.

Cn-Duty Enrollment Request

T COedti & M -ty Sollmant reguast, Tl @ e roguined Bsids. Omcs Complats, pross thi “Subsmit’ Bation al thae
Do of B S

T Beplcly incicated with * sre mandatony

Emgate 000011 Haik:
S5 1007 GeoEd Center: FI i
€ e ctimeent iboemates |
To look up e Class ID, pleass didc on he magnitiing glass b e [ —
¥ i [ a] i
“Clans Kk 34 L ELS 300 Class S B
| = Claks Dertails |
Chacds Tiiwi ELS il Hisiirs: 3 04 Py Typax: B33
Slart Date: AOZZ000  Erd Dale: 4242000 Dy s oF Wieph Tulh
Liart Tima: S 0EM Ered Tima: 1-00Fu IPrSRrUC sl Hours: 12 04}
Cost Per Unit 45 00000  Unil of Cost Class Wom Mildary Studeni Cost 510 00
GentsE il Cipnilse FIBliss e ddr,
Busbding: IS AT

Chakh DaSCripion:

E e oliervinfil & 5 CREAS

Total Seatic & Tt 3 Confiremd: 0 Varifiad: 0 Viithdrarwee O Opeer B
s ere— Frapamtion for Colage w Conlerm Mow I = Confinm By Commander I
Submit

23. Select the “Submit” button.
Submit

24, After selecting the “ Submit” button, a message appears stating your
enroliment request has been submitted and the Commander must approve or
disapprove your request to attend the On-Duty class. Select “OK.”

Microsoft Internet Explorer

3 Your Enrolment Request has been Submitted. (25000,551)
Your enrolment has been issued and requires commander approval. If you have not chosen to send the approval

electronically, please print the On-Duty Enrolment Request form and get it signed by your commander. Return the form to
your education center once it's been signed either in person, mai or Fax.
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25. The “Enrollment Status” field displays Issued. Select the “Print and Sign
On-Duty Enrollment Request Form (PDF)” button.
On-Duty Enrollment Request
Tocreata a new on-uty ennsliment reqguest, Gill in the reguired Helds. Once complete, press the "Submat” bution at the
Esabtcam of tha SCrgan.
The Tiedds: iIndicated with * are mandatony.
Emipli: 00011 Fank;
S50 =1007 GecEd Center; FrBliss
|Envollment ntormation |
To ook up the Class 1D, please ook on the magnifing glass to the Enrglimant Status: Is50ed
right of the Class 1D Seld and Select your Course ;
*Class I EL L LS 300 Class Section: 300
;‘C‘Z:-_""'IT"'-"_' I
Class Type: ELS Crasdit Hours: 300 Pay Type: BAZ3
Start Date: 0202009 End Dates 4242008 Dape of Waal: TuTh
Start Time: R Ersil Thimse:t 1-00FL Insiructional Hours: 12.00
Cost Per Unit: 5500000  Unitof Cost Class Non-Military Student Cost 510,00
GeoEd Cenler:  Fpliss Room: 445
Builcing: Haoftman Hall i
Class Descripiion:
Enrollments in Class
Todal Seals: & Iasmedt 3 Confirmed: 0 Vernified 0 Withdrawn: 0 Open: 3
“Objective: Praparation for College w ) Confirm Now %) Confirm By Commander
Susomil
26. A screen appears stating the report is running.
Report is running. Please wait. A link will be
displayed when the report is done.
27. After the report is completed, a screen appears with the following message.
Select the “Click here to view the report” link.
H‘ Click here to view the report
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class

(Civilian/Other Service Members)

28. The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information. The signed form must be returned to your Army
Education Center to confirm the approval date and time in your Student
Record. After confirming your On-Duty class enroliment, you will receive a
confirmation email.

Printed: 02122000

REQUEST TO ATTEND ON-DUTY TRAINING
ARMY CONTINUING EDUCATION SYSTEM

GENERAL INFORMATION

NAME OF APPLICANT: Joan Doe RANK: Master Segeant/£8

UNIT: MOS: 182 GT: 122 SSN: -1007

Class Name: Life Skills

CLASS START END START END
jis] DATE DATE DAYS TIME TIME
N 030272009 2472009 TuTh 9.00AM 01.00PM

BUILDING: Hoffman Hall

ROOM 245

COMMENTS

L am requesting thus class to support my educational objectives.

Issuse Dhare: 02122009

1 understand that regular class attendance is expected and

wnit. If ensolled in the FAST program. upon completion of class and
£ 100 10 take an AFCT Retest. Lauthorize the

copy of my AFCT retest results.

Lssue Date: 0222009 Signature of

Joan Doe

alable to attend clas:

Request 1s approved. The applcant wall by eduled. Attendance 15
. i

t in case of illness. personal

29. Select the “X” in the upper right-hand corner of the screen to close the On-Duty
class enrollment form.

\

<’*j\\\_

30. Select the “Close Window” link to return to your homepage.

(DArmyEd

EQ

Home Add to Favories Close Window
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Non-TA Student Enrolling in an On-Duty Class

Step-by-Step Instructions for Viewing On-Duty Class Information

Use the following steps to view On-Duty class enroliments.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. Log into GoArmyEd at www.goarmyed.com with your user name and
password.

GoArmyEd Log In
Stop GoArmyEd is the SEHE‘:f’Ed sess Log iy
rasdion r | virtual gateway for S
Assistance 9 y all eligible Active
(TA) Policies " “The school and EeE MM Duty, National Password:
>S5 Guard and Army
Education s = i Reserve Soldiers
Centers 1 the instructors are 9 2B to request Tuition m
B = Assistance (TA)

Eam a Degree ] flexible with my
or Credential
military schedule”

online, anytime,

and/or passward?
anywhere for

Pop-up blocker help

2. Your GoArmyEd homepage appears.

3. Once approved to take an On-Duty class, your On-Duty class can be viewed
on your homepage under the My Education section.

Welcome back, Claude Online. /Helpdask Logout

( Request TA Access;\. ( On-Duty Cuurses...) ( Testing Resuurces-) fliﬂy Education Recard} ( Training ) ( other Links -}\.l

My Smart Links [Edit
You have not selected any Smart Links yet. Use the edit link above to select your Smart Links

Help Desk Resources

» View GoArmyFEd Introductory Slides
» Launch Quick Start Trainin

» View Reference Documents

» Test Schedule

» Create a Helpdesk Case
» Track Helpdesk Casels

W7y Education

Course ID ‘lersebﬂ:ripﬁm |ShvrtDzl‘e |EndDate ‘Clm'[ype | Enrollment Status
4357 Crisis Awareness & Prev 0347 12{13/2010 12{17/2010 Leader Skill Enhancement Inst. Confirmed
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Non-TA Student Enrolling in an On-Duty Class

Key Points to Remember

e Soldiers with the rank of E-6 and below must obtain a Commander's approval to
attend the On-Duty class.

e Soldiers with the rank of E-7 and above can confirm their own On-Duty class
enrollment.

e Civilians and other service member_can confirm their own On-Duty class
enrollment.

e Once approved to take an On-Duty class, you will receive a confirmation email.
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